
How to Link a Google Document  
(Example: linking my reflective statement into my pre/post form) 
 

1.​ Open the document you want to 
link (reflective statement) 

 

2.​ Open the document you want it 
linked into (pre/post form) 

 

3.​ On the document you want to link 
(reflective statement), click on 
Share 

 

4.​ Then click on Copy Link 

 

5.​ On the document you want it 
linked into (pre/post form), 
Highlight where you want to put 
the link 

 

 



6.​ Right click on the highlighted part 
and click Paste. 
 
Once you paste, then hit Tab 

 

7.​  Your document (reflective 
statement) will be linked in 
(pre/post form) 

 
 
 
How to Link from Downloads 
(Example: linking the strategic plan visual into my pre/post form) 
 

1.​ Once your item has been 
downloaded (strategic plan), Open 
your Q-Comp Folder in your drive 

 

2.​ Click on + New 

 

 



3.​ Click on File Upload 

 

4.​ Double click on the item you want 
(strategic plan) 

 

5.​ You will see that it has been 
uploaded to your folder 

 

6.​ Double click to Open the upload 
(strategic plan) and click on Share 

 

7.​ Then click on Copy Link 
 
 

 

 



8.​ Open the document you want it 
linked into (pre/post form) 

 

9.​ Highlight where you want to put 
the link 

 

10.​ Right click on the highlighted 
part and click Paste. 
 
Once you paste, then hit Tab on 
your keyboard 

 

11.​ Your item (strategic plan) will be 
linked in (pre/post form) 

 

 
 
 
 
 
 
 
 



 
 
 
 
How to use the Snipping Tool and Link a Picture/Document 
(Example: linking my organizational system into my pre/post form) 
 

1.​ Open the item you want linked 
(organizational system) 

 

2.​ Click in the Search Bar on the 
bottom left of your screen 

 

3.​ Click on Snipping Tool 

 

4.​ Click on + New 

 

 



5.​ Click and drag the tool to cover the 
area you want 

+ 

 
 
 

6.​ Click on the Copy Icon 

 

7.​ Open your Q-Comp Folder in your 
drive 

 

8.​ Click on + New 

 

9.​ Click on Google Docs 

 

 



10.​ Label your new document 
(example: 4b, organizational 
system) 

 
 

 

11.​ Right click and paste 

 

12.​ It will look like this 

 

13.​ Click on Share 

 

 



14.​ Click on Copy Link 

 

15.​ Open the document you want it 
linked into (pre/post form) 

 

16.​ Highlight where you want to put 
the link 

 

17.​ Right click on the highlighted part 
and click Paste. 
 
Once you paste, then hit Tab on 
your keyboard 

 

18.​Your item (organizational systems) 
will be linked in (pre/post form) 

 

​  
 

 


